SAMPLE LETTER - FULL DISCLOSURE 
(Insert date) 

Requester’s Name

Street Address

City, State, Zip Code

Re:
Request No. DOC-NOAA-201X-000XXX
Dear (Insert Requester’s Name):

This letter is in response to your Freedom of Information Act (FOIA) request entered into FOIAonline on (Insert Date of Request Letter), in which you requested (Insert Statement of What Requester is Seeking).
We have located (Insert # of pages) pages of responsive records. You are granted full access to those records, and a copy is enclosed.  The cost to process your request is less than $20.00; therefore, the fee is waived.

Your request is now completed.  If you have any questions, you may contact me on (Preparer’s telephone number).

Sincerely, 




(Preparer’s Signature)

Enclosures

